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has no computer siipport^ The model is Office of Institational 
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monitored from initiatipti to completion through the three basic 
pxocessesi coaing^ filing, and routliig. Thm model is adaptahle to 
almost any small office situation. It forces the user to spend a 
great atal of time logically analysing the operations of his office 
and planning procedures designed to improve efficiency, <JHF) 
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A tiransactlonal sysuom may b« definocl as a routlna method 
far carrying out ct-rtaln prouGiiscsS, To the oxtcnt that all offices 
havo a ralQt: Ively roiitlnQ way of processing whatever their workj we 
may cQnoludA tzhat every officci has a ccansactional system* How 
well -It- functiorns and iLs level of sophistication^ no doubt^ varies 
from office to uCfic^:. The purpowu oC thi:3 paper is to Jescriba how 
a a Ti& actional system was developed and is operating for an Office 
of Instlt U!ir;lonal RftEearch {OIK) that has no computer support. In 
es'vmnK€j^ tfiis paper addressas the characteristics of a manual nian- 
co^Bppter auppDrted - tranBactlonal system* 

The OIR at Texas Southfjrn University consists of a full-tlrae 
director, information specialist and secretary. It was Gstablished 
on a fall-time basis in the fall of 1973. Tha University per se is 
an urban institution located in Houston^ Texas ^ The institution has 
a popul.atiDn of 8^500 students and 360 full-time faculty members. It 
has nine schools anid awards dagreeB in 105 acaderiiic areas* Th^ 
highid^st degree aiwarded by TeKas Southern University is the doctoral 
degree in education. 

In 1975,, the O'lR: transactional syst®m was deTCloped primarily 
to improve tho interrAral management of the office*. EsMntially it la 
a standard opemtiag procadorB by ^hich office work is monitored from 
its initiation to its complation* It consists of three basic 
proceaBess coding, filing and routings However,, basic to these 
process'eii and, t liar ef ore* of primarjr importance to the success of 
the system is a clear delineation off the major activities of the 
office, 
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By posing the questliOn Khnt oCflce cictlvitias consume 90% or 
more of the working hours of the staff? th^me major activities were 
specified. They arc raspo^ndlng to dmta Tsquests^ usually in the form 
of qycitiannairas, designing iiEplementiiig iastitutional research 
studiea, providing cons^iltant SCT\ae€S to facultf and staff engaged in 
research acti^^itlBs, and participating in a variety of University-i^^ide 
conimittea activities. 

Codi ii£ 

These project activities were la Deled anid assigned two digit 
mmbars as follows ^ (01) QueEtionnaires^ (02) OIR Studias^ 
(03) Consulting,, and (04) Committees. To aceouat for proj^ect 
activities that might not have been easily catagorlaed imto'. ar?ly me 
of these areas a fiftb proje.ct activity was Identified - (05) Special 
Frojects^ 

AlthDugh the way t'he staff spemt its time wiis ^elearly deliMStedi, 
the need for further rafinemenC im the codi/ng procees was obvious* 
Miile it was tryie tMt one couM Identify am activity file bj its 
coday he could not itraedlatel^f discover the sourer origin of the 
activity^ or the total number of similar aetivlties which had hmm. 
accomplished for the given year^ or the particular fiocal year whem 
the activity took place. Thus he could n\ot quickly detemlM ' 
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the identity of the* principal staff pcrsion rcsponsibla for the 
activity* Thc-'se concuras Ic^d to the eKparision of the two digit codo 
sy;^3tern into one of ten digits- (See Diagram 1) 

Diagram 1 
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This ten digit proje^ct activity number (FAN) is in essence a digital 
filiiig system. Dicigraia 1 may be interpreted as an activity cXassified 
as a quGs tlonnalre (02), forwarded hy a naCional assQciation (03) 
and as the seventh (07) such activity of this nature for the 1975 FY 
and the principal Investigator is the office director (01). 

The source digits <B) were further refioed for each of the 
project activities as sho\m in Table 1* 
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Table 1 

Projiect Activity Idantif Ication and Source Categories 



01 Q u e s ti on n a ire s 

(01) Federal 

(02) State 

(03) National Association 

(04) Other 

02 - OIR ^tudi es 

(01) Requested 

(02) Mandatory or assigned 

(03) Self-initiated by OIR 

03 - Cojisu lting 

(01) Administration 

(02) Faculty 

(03) Other 

04 - Con .. ai t tees 

(01) Regular 
:(02) Ad Hoc 

05 Special Proj ects 

(01) Requested 

(02) Mandated 

(03) Self-initiated 



5 



Filing 

It is important to note that only the director of the office 
osslgns a project activity number and title. This procedure enables 
him CO cacegoriKe the activity and control the assignment of staff 
members to variDus activities. Upon receipt of the project activity 
number and ticlej (1) the secretary enters this information in her 
master filGj (2) prepares a folder with a labia showing the infonnatlon, 
(3) places any materials received frorn the director which are related 
to the activity in the folder and (4) gives it to the assigned staff 
member for follow- through. 

All subsequent correspondence or materials related to a 
coded activity are filed in the designated folder. When appropriate^ 
project activity numbers are written on the documents to facilitate 
refiling should chey become dislocated from the project activity file. 
Filing is done chronologically uBing the A, C. and D sets of digits 
noted in Diagram 1* 

Each staff raember retains an office project activity ' folder 
containing a listing of all project activity numbers and titles. 
Each month the sipnretary updates the st?i.ffs' foldero based on her 
master file by typing new pages for the listings where necessary and 
distributing them to staff members. 

Routin g 

Because of thc^. relative routlness and standard formac of the 
questionnaires usually received by the office, a standard operating 
procedure for proceRBlng this activity was much easier to devise and 
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opcraL lonaiizj t:hLs was the casji with the other four off ice 
accLvLties, In fact, rinitlnc* procGduras fur the handling of 
thune other activLtius remain vtry much in the cinbryotic stage 
of clevelopment. Therefore^ this discussion of rouElng pertains 
eKclusively to questionnaires. 

The primary responsibility of the information specialist is to 
injure that all questionnaires and/or interview schedules received by 
the Utiiversity and subsequently by the OIR arc accurately , and 
reliably completed on a timely basis* This is accornpLlshed through 
the transactional process shown in Diagrani 2, 

This process is a set of routing procedures used to provide 
the data requested. It consists of three alternatives contingent upon 
the nature of the request. First, the entire request may be satisfied 
by the Inforraation Specialist using the OIR's data base (Direct Office 
Response), Second, should the data required not be a part of the OIR 
data basei the request is referred to another University office for 
completion (Referral Response), Finally^ it is possible that the 
request can be only partially completed through the use of the office 
data base and must then be referred to other offices for additional 
infonmation (Combined Office Referral Response). 

When a referral process is used, the office completing the 
document returns it to the OIR for the purpose of reproducing a copy 
for Its files and mailing to the originator of the request which may 
be a national j federal, state or private agency. This simple pro- 
cedure helps tremendously to centralize the monitoring and storage 
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Diagram 2 



Tranaac tlDnal Process 
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(Direct Of f ice^Rasponse Process) 

The quascionnaire cati be completed through 

Information in the office data base, 

(Referral-Response Process) 

The questionnaire must be referred 

to another source for complecion. 

(Combined Office-Referral-Response Process) 
The questionnaire can be completed. In part, 
through the office data base and must be 
referred to another source for Buppletory 
information. 
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of data rt'porCed to external University agenlccs and individuals 
while aimultanenusly contributing Co the enlargemant of the OIR 
data basu* 

In summary, it is believed that this type of transactional 
syBtem can be adapted to almost any small office situacion* Like 
most systems approaches; hm^evev ^ it forces the user to spend a 
great deal of tinie logically analyzing the operations of his office 
and planning procedures designed to Improve its efficiency* Never- 
theless, it is highly predictable that his efforts will not be 
in vain. 
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